Evaluating Word Document Review Comments and Suggestions 


There is more than one way to do access menus in most word processing software. The 
following are some of the ones I[ use. 


This document is written with couple of presumptions. 

1. The reader of this aid document knows little beyond how to type. This not a statement of 
your current skills; I may later provide this document to another person who really knows 
very little about this technology or is simply more highly skilled in other features. 

2. Pictures are useful and contain important information. 


Sometimes people ask someone else to look over 
a document. The other person may use Word’s 
Review features to make suggestions and provide 
insights without fully changing the original , , 
document. This allows the original author to ———— —— —$—$<$———————— to —— 
assess and accept or reject these suggestions. : 
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this mode. Someone who knows how to change the display can see these suggestions. 






I personally find the 
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is to display them and 
use the Review tab > 
Accept function. It is 
also easier to see how 
many comments remain. 


Accept All Changes 


Accept All Changes and Stop Tracking 


The cursor will jump to a suggestion and wait for a 
decision. Once the suggestion is accepted or rejected, the 


Mary had a little lamb, 3 little mark os little aam- : 
cursor will jump to the next suggestion : 
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Some pickle and a gre: 


aa Paste Options: 


iy [a 


Accept Insertion 
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Alternatively, one can scroll to where the next suggestion 1s 
located. Right click on the red mark and a little menu will 
appear. Accept or Reject the suggestion and scroll to the 
next one. 

Some may find this tedious and it is easy to miss tiny 
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suggestions like a space or a punctuation mark. , 
t New Comment 

Comments Are Handled Separately ee ee ee 

Among the various options on the Review ribbon are Reviewing Pane and the Comments > Next 


button. 
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Reply To Comment 


Some pickle and a great big roast. 
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And Oh! How sick our Mary is... 


The Delete or Accept functions can also be activated 
by right clicking on the comment itself. 





Right click menu. | eareeaaas 


Hide Pictures by Comments 


Open Contact Card 
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